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Federal Program Officers

The purpose of this document is to provide Federal Program Officers (FPO) with
a step-by-step guide for processing a partial funding action in Grants Online.

Step 1: Log into Grants Online by entering your Username and Password.

Grants Online

HIAA Erants Dk is the
i Fadaral sohstion for

Fuall lifm cycle grants

FranegErTETL D .

» noaand Dserpame and Password Fields
* DOC Hol

b Granti.gov

* Grants
Management
Division

B Atmospharic Adminebration
-

Step 2: Select the Award tab and click on the Search Award link.
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L] nt SyEtedr
"w Inbox | RFA | Application Sl management | Admivstration | Cartifications | "ePorts | Help
Manage Awards Award Tah

- Search Award -

Search for Awards by Award Number or Apphcant Mame.

Search Awand - Search Financial and Project Progress Beports, -
Link
Saarch for Reports by sward Numbir and Project Start Date
NOAA Internal Users {(Program Officers and Grants Management Divislon Users)-

Pleasa use the Search Award link to search for Awards and then take Award actions such as Award
Funl:llr:.'_{;. The possible actions that you can take on the award will show up as links on the rlghl GET)
8 of those links will lead you to screens for creating the sction. Program Officers - DO NOT use the Ar

: it ¢ =F ¥ 2
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Step 3: After selecting the Search Award link, the Search for Award page is displayed.

Enter at least one search criterion, including Applicant Name and/or Award Number.
Click Submit.

WWelrnme te Granta Unlee § shima fahir Lieg O

= Saarch

Search for Award

* Search Reports

* Manage Recipient

o applicant Mame: |

Award Nurnbir: |M#.I:IﬁNMF¢33IJDEI4

Cancel

Please use the above felds to marrow down your search
Awdrd Murmber Searches dre not case-senditive, and sward numbers can b partisly filled im 10 git .

Search Results
Hotheng found to desplay,

Step 4: Review Search Results for your Award and select the Partially Fund this
Award link.

Account
Manggamant

RFA | Application | Award

Systam Manage
[ hamon | colistons 901 [ 100

Weltnme tn Leanty Dsbine Fahima £ aba Log O

* Advisories

Search for Award
* Notifications

F Archive applicant Mams: | |

¥ Tashks |

dward Number:

* Send Messaga

* Manage Workflow m m

Tasks

Plzaze use the above fields to narmow down your ssarch,
éward Number Searches are not case-sensitive, and award numbers can be partially filed in to get all matching resy
search Results
One item found. 1

sard Number |[Org D (Applicant |Project |Award ! h!anage Amendments |[Partial
Mame Titla Status ctio Funding
':- 2lly
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Partial Funding -- NADBNMF4330031
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Approved Plan and Prior Obligations

Application
10

SUIFTRS FEST

2037740 Tahiea tardt 3 gaitial finiding

|E-electeﬁ Application

i

Step 5: The Partial Funding screen is displayed. Enter the appropriate text in the Memo
field (can be copied/pasted from another document). To expand your view of the
application and view the breakdown of funding for each fiscal year, select the “Plus (+)”
icon for the specific application under Approved Plan and Prior Obligations. If the fiscal
year is not listed, please contact the Help Desk. Please note if multiple applications are

listed, you may use the application ID to distinguish the application.
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Step 6: Upon selecting the “Plus (+)” icon from the Partial Funding screen (see step 5),
the menu for each application will expand to display the following:

e Application ID

o Project title

o Planned year

o Approved federal share for each year

o Obligated amount for each year

o Approved Non-Federal Share for each year

o Assigned Non-Federal Share for each year

Please note you may only complete partial funding on ONE application at a time. To
select an application click the Select button.

Approved Plan and Prior Obligations

8 | Action ‘Applltatinn Project Title
D

e [2037757 TEST

Planned Year Approved Fed Approved Non-Fed
Ehare Share

2006 £150,000.00 $150,000.00 £0.00 $0.00

2007 £100,000.00 $0.00 $£0.00 $0.00

Application | Project Title

FrI el 2037740 fahima test 2 partial funding
Planned Year Approved Fed Ohligated Approved hon-Fed|assigned Non-Fed
Ehare
2006 $100,000.00 $100,050.00 $0.00 $0.00

2007 $100,000.00 $0.00 £0.00 $0.00

After selecting an application, the application is listed under Selected Applications.

Approved Plan and Prior Obligations

o e e e

2037757 TEST

$150,000.00 $150,000.00 §0.00 $0.00
$100,000.00 $0.00

2006 $100,000.00 $100,050.00
=007 $100,000.00 f0.00

e
2037757 §250,000.00 £100,000.00 $0.00 $0.00 $0.00

7 of aff prior obigatons may be up t0 5% greater than the Aoproved
o explaining tie reason for the edditonmal frds.

- ~ _‘—7_ —
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Step 7: Enter the Federal Add Amount and the Non-Fed Amount. Please note the
Federal Add Amount plus the Pending Fed Share plus the sum of all prior obligations
may be up to 5% greater than the Approved Federal Share. If you are exceeding the
Approved Federal Share, be sure to justify the additional funds in the Memo field (see
Step 5). Once you have entered the Memo, Federal Add Amount, and Non-Federal
Amount, select Save, followed by Save and Return to Main.

Selected Application

ApplicationjApproved |[Remaining
1D Fed Share |Fed Share
$0.00

Fed Add Amount wpproved|Remaining|Pending|Non-Fed Amount
Q M. |[Title

Foom  jooo f0ao ¢oma | [t TEsT

2037757 $250,000.00 $100,000.00

Note; Fegsral Add Amoumidt plus fanding Aederal Share plus the sumy of alf prior abligadions may be up to 5% grester than the fpproved
Fevaral Share, I evcesdng thes Anproved Fegsral Shars, enter 2 memo sxplainmg the reason for the sdditionz fimds,

Note; Gniv ovme appiication may be imesd per Fartial Aunding acion,

m fave and Retum to Main m

Step 8: Select the Tasks link from the Inbox tab. The following two tasks will be in your
inbox:

e Procurement Request and Commitment of Funds
o Review Release of Funds

Review the task details of the Procurement Request and Commitment of Funds (PRCF)
task, and select the View link.

——— =

i e

. - Account
tnbox LIS Anﬂlltall0"| Award |y nagement

Welt 1e to Grants Onlive Salma Johasos “Log off

F Advisories
* Notifications Tnbox Tah

* Archive
* Tacks Decurmant Type Status

IMI j |Dpen :] Apply Filter >>

F Send Messag.

3 items found, displaying all items, 1

W k |Award Number [Task Name Task Document Type Document
Status Id

104830 NAOSNMF4330031 Procurement Request and Mot Procurement Ragquast and 2037808
Commatment of Funds Started  Commitment of Funds

o 104529 NADGNMF4330031 Review Release of Funds In Award File 2037807

Progress
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Step 9: Select Complete Procurement Request and Commitment of Funds from the
action dropdown menu, followed by the Submit button.

——

= L
System Manage
it Fros e

Webrome In Grants (nline Salma jahness “Log O

— .
2' : Acoount
GLLE S AFA | Application | Award Management

F Advisories

Procurement Request and Commitment of Funds - NAOGNMF4330031

F Notifications

Id: 2037808
* archive e "
o — Creator: Salma Johnson D::::a
F Send Message Status: Procurerment Request and Commitment of Funds Procurement Requast and Blatus
3 Commitment of Funds Mot Started Dake:
* Manage Workflow List Editad
Tasks a5 8 .
s Salrma Johnsor
action: | [Complete Procurement Pequest and Commitment of Funds = m
Camment:
Submit Button

spell Check

: it ¢ v ¥ !
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Step 10: The Procurement Request and Commitment of Funds screen is displayed.
Complete the mandatory fields marked with an asterisk. This includes selecting the
Request Authorizing Official and Requestor using the Search buttons. You may also add
additional Optional Reviewers by selecting the Add button in the Additional Reviewers
section. Select the link titled Add New ACCS line to add an ACCS line (see step 11). To
view the CD-435 report, select the View Report button at the bottom of the screen. You
may also choose to withdraw this request by selecting the Withdraw button and create a
new Procurement Request and Commitment of funds by selecting the Create New
Procurement Request link. To view the CD-435 report, select the View Report button at
the bottom of the screen. The CD-435 report will display a list of the fields and data
values which have currently been entered for this procurement request. Once all the
information has been entered select Save foIIowed by Save and Return to Main.

nnnnnnn

ation

Program

Award File Period: FAs = NAA

Program Officer _, Mrogram Officor ibpeoo oo coo
Salma Johnson Pho et F =t Vinehd

ron T

: ssssssssssss This field pre-populates from the Fed Add

iz Amount on the Partial Funding screen
shown in step 7.

JSF 8
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Step 11: To complete the ACCS line, select the Add New ACCS Line link.

|_Np Chade ai-re | mglr hawve been defined,

PRCF Tatal far this Award action: £0.00
Total Federal funds authorized for this award action: £50,000.00

m Save and Return to Main Cancel | Withdraw ¥iew Report

In the ACCS details screen, enter the following:
e Bureau
e Project Task
o Organization
e Object Class
e Amount

Once all the information has been entered, the codes may be validated by selecting the
Validate button. Validation is not mandatory until the Authorizing Official is ready to
Approve the PRCF. The Approval option for the Authorizing Official will not be made
available until the codes have been validated at least once. Please note that until the
codes have been validated, the value False will be displayed in the Validate field. If you
are not ready to validate the codes yet, press Save or Save and Add More ACCS Lines to
continue.

Walidated: false

BlUreau (== *

Furmd (= * 0

Fiscal Year (yyyy): * 2006

Project T ack: |.'!'.ERC 1P | |p|:||:| |

Program Coda: The Program Codea will display hare once the ACCS line is validated
Organization: [zo0 }- |26 |- |oooo |- oo koo |- oo | joo |

Object Class: |.q.1 | 511 | ||:||:| | [uu |

Amount: * FlEDJDUd

m Sawve and Add More ACCS Lines validate

Mo CD435 ACCS Lines have bean defined,

noPoint > =B 0
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Upon selecting the Validate button, a note will be displayed stating the ACCS is valid. In
addition, “true” is displayed in the validated field, and “yes” is displayed in the validated
column. If the codes are not valid, a note will display stating which code was not
validated. Please note upon validating the codes, the Program Code will populate. The
total dollar amount of your ACCS lines must equal the Total Federal Funds authorized
for this Award action (see step 11). To add another ACCS line, select the Save and Add
More ACCS Lines button. After you have validated the ACCS lines, select Save to
return to the Procurement Request and Commitment of Funds screen.

The ACCS is valid

Yalidated: true
Bureau (xx): *
Fund {w=x) * 24

Fiscal Year (yyyy): * 2006

Project Task: —

Program Code: 03 -07 -01-001
Object Class: _ _ _

Amount: * $|SD,DDD |

m Save and Add More ACCS Lines validate

One item found 1

_ project - Task[object Glass validated

24 20058 E0- 26- 0000- 00- 00- 00- 00 03- 07- 01- 001- AQRCICP POO- 41- 11- 00- 00- $50,000.00 Yes

— @ AT
noPoint ey =D B 10
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Step 12: To view the CD-435 report, select the View Report button (see step 10), from
the Procurement Request and Commitment of Funds screen. The following screen

displays the printable version of the CD-435.

Jar 24, 2006 11:23:04 AM

Procurement Recquest and Commitment of Funds NAGOO0000700002
CFDE Mumber : 11.432

Eward File Period: N/A - N/

Drogram Office: Fisheries Southeast Regicn Drogram Office (SR)

Program Offiosr: Faldrme  Zalir NON@ncl . Com 123567875543
Federal Puding: S0.00

Mon Federal Bnding: S0, 00

Crants Specialist: Regina A. Evans

Organization MHames: Uiversity of Chicago

Feckral Sheae: $50,000.00

Reguest Athorizing CEficial: Margaret Davideon 902-974-5220
Requestor: Feltma Zshir 123567876543
Immoice Address: 1590 Hobson Avenues, Charleston, SC 29405-2409 USA

Affected Reference Murkber: HNAOSHMF4330008

EN: 12-1234557
To: Tniversity of Chicago
1025 E. 57th S Chicmgo, IL 80837
Ship Tb: 1234 strest, anytown, 00 12345 TNENCHN
Regasition Cortact Berecn: Faldma Zalir 122-123-1345
Is COmpleted: No
D435 Shatus: Thapproved
Figml Yesr: 2007
Line Item: Quarkity: 1 Thit Teme: ERCH
Description: CFDA Mumber: 11.433

Droject Start Dete: 2005-03-01
Troject End Date: 2008-02-01
Crant Tvpe: Gramt

Project Description: test

Clearances/Remarksa:

Fage 1 of 2

Jan 24, 200§ 11:23:04 AM

Procurement Request and Commitment of PFunds NAGOO0000700002

Additicmal Reviewars:
Name Title Telephone

ACCS Line:

14 a 2007 e 00-00-00-000 %234567—123456 —=00-00 $50,000.00
ERCF Total for this fserd action: %50, 000. 00
Total Fechrad funds anthorizsd for this &erd acticon: $50,000.00

Procurement Recuest Official Comments:

Fage 2 of 2

T ————
BearingPoint % = ¥ Updated 03.31.2006
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Step 13: Once all the information has been entered in the Procurement Request and
Commitment of Funds screen (see step 10) select Save followed by Save and Return to
Main.

Cne item fiouw "-:l 1

Fiocolvoodomanizationlbroarom, - lorojoct_osk _ Jobject clazslamount action

------ 00— 00- 00- DO0- 1234567- 1234567- - - D0- OD- %50, I:II:II:I 00 Edit

PRCF Total for this Award acton! £50,000.00
Total Federal funds authorized for this Award action: §$50,000.00

Bave ] Sawve and Raturn to Maln Cancel wWithdraw m

N

Save and Save amd
Retren to Addbin
buttons

Step 14: The task launch page is displayed. From the action dropdown menu, select
Forward Procurement Request to Requestor and click Submit. A task to Review the
Procurement Request and Commitment of Funds will then be sent to the Grants Online
inbox of the Requestor. Once the Requestor has approved the Procurement Request and
Commitment of Funds, the Requestor can forward it to the Request Authorizing Official.

w0

Wieligmn o Gresis Onlne Fabima Zahic

Account
Hanagement

H.\npq-

| ¥
Application |- Award Administration | Certifications

Reports | Haelp

F Advisories

Procurement Request and Commitment of Funds - NAOGNMF4330008
Id: 204621

* Motifications

F Archive

> Tagks Crizator: Fabema 2 s
F Send Musssage Status: PFrocurement Pegueest and Cammitment of Funds Procurement Feguest and Cammitment of Funds In
! Prograss

* Manage Workflow

Tasks Last Edited TSR
Usar: Falmna; A
action:  {[Farward Procurement Request to Fequastor =]
Comment: F i l
Sulbgnithution

Spall Check

inoPoint | =7 12
BearingPoint Updated 03.31.2006




NOAA Grants Online
Partial Funding Processing Reference Guide for
Federal Program Officers

Step 15: From the Inbox tab, select the Tasks link. Select View link for the Review
Release of Funds task.

NAA = 9 <o S
. { Account System Manage
L Inbax nn| Application | Award | Management | Administration | Certifications mm
Welcan . b Grants Online Sabms Joknsan “Log ON

v Advisories
b Motifications Inbox Tah

F Archive
¥ Tashs Document Type Status

¥ Send Message fan 2 open = Apply Filter >>

F Manage Wo TﬂSkS Lll'l.k

Tasks

2 items found, displaying all items.1

m Task ldjaAward Number [Task Name

Vigw 104829 NADENMF4330031 Review Release of Funds In Progress  Award File 2037807 03/29/2006

Task Status[Document Type|Document 1d|Start Date |

View Link

Step 16: The Award File screen is displayed. From the action dropdown menu select
View Amendment Details followed by Submit. Please note that from the action
dropdown menu you may also select edit Special Award Conditions, forward to FALD
for review, or view partial funding document.

e et — e e A Ty
PR Account System Manage
Applicat A d | P 3 i A Repart
R i | Managemant | Administration | Certifications | i

Welcome o Gramts Online Salma Jehnson “Log OIF

s Award File In Progress - NAOGNMF4330031

Id: 2037807

* Naotifications

* Archive

Creator: Salma Johnsan Create Date: 03/28,/2006
7 Lgtoi Status: Award File In Progress Review Release of Funds In Progress Status Date: 03/29/2006
F Send Message Last Edited User: Salma Johnsan
* Manage Workflow

Task . = -
e Action: Wiew amendment Details =
Comment: —
Kubmit Button

0 / 400D Spell Chack

Save Comment
iew previous workfiow history and commants

I —o— T 13
BearingPoint Updated 03.31.2006



NOAA Grants Online
Partial Funding Processing Reference Guide for
Federal Program Officers

Step 17: The Amendment to Financial Assistance Award screen is displayed.
Complete the Amendment details including the Grant type, Amendment start and end
dates, reason(s) for the Amendment, project title and project description. The
Amendment start and end dates are not part of the official CD-451. They are for internal
reporting purposes only and cannot be used to extend the Award. A no-cost extension
must be created to actually extend the Award period.

You may also view the CD-451 Report and the SAC Report by selecting the CD-451
Report button and the SAC Report button at the bottom of the page. Click on the
Department of Commerce Financial Assistance Standard Terms and Conditions link,
to view the Department of Commerce financial assistance standard terms and conditions.
To view NOAA'’s special Award conditions, select the link tilted NOAA Special Award
Conditions. Once all the information has been entered select Save followed by Save and
Return to Main.

Amendment to Financial

oPoint Ny D L4
BearingPoint %%y Updated 03.31.2006
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Step 18: The following screen is the task launch page. From the action dropdown menu
select View Partial Funding Document followed by the Submit button.

NI

* Advisories

* Notifications
* Archive

* Tasks

* S5end Massage

* Manage Workflow
Tasks

Award File In Progress - NAODGNMF4330031

Id:
Creator:
Status:

Inbox @A | Application | Award

‘Webcanwe to Grants Online Salma kohbnson

2037807
Salma Johnson

fward File In Progress Review Releasa of Funds In Frograss Status Date: 03/23/2006

Last Edited User: Salma Jahnsan

Minlg-qm!llt

"'-..1- -

- '
yste Manage
Administration | Certifications | FoPOrts m

Action:

I‘.‘iew Partial Funding Document

5

Commeant:

Lng off

Create Date: 03/29,/2006

| submit
¥,

e
Kubmii Button

0/ 4000 Spell Check

Bearing};(;;;it; gj = ¥ ;-_
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Step 19: The Partial Funding Document screen is displayed. Review the information
that was previously entered (see steps 5, 6, and 7) in the Memo section as well as the Fed
Add Amount and Non-Fed Amount section. Once you have reviewed the information,
select Save followed by Save and Return to Main.

Manage
Certificati

m

Welcome to Grants Online Salma Johnson “Log Off

* Advisories

—6Grant Information

* Notifications
* Archive CFDA 11,433 Award 05/01/2006 - Program Fisheries Southwest Rg
< Number: : Period: 05/01/2008 Office: Office {SW)
¥ Tasks
Program Program Officer e Program Officer s
» Send Message officer: Salma Johnson Phone: 123-123-1234 Email: salma . johnson@trainin
* Manage Workflow Total Federal $250,050.00 Total Non Federal $0.00 Multi-Year: Yoo
Tasks Funding: 4 = Funding: i i
Organization Name: g;:zg;soltv i g::cci::u?;:ltc:: Mo
Progress Report SemissARually Financial Report N7A
Frequency: Frequency:
Project Title: fahima test 2 partial funding

Partial Funding -- NAOGNMF4330031

Memo *

test =

Spell Check

Selected Application

Application|Approved |Remaining |Pending |Fed Add Amount Approved|Remaining|Pending|Non-Fed Amount
1D Fed Share |Fed Share |Fed Share Non-Fed |Non-Fed |Non-
Share Share Fed
Share

2037757 $250,000.00 $100,000.00 $50,000.00 [50 000,00 $0.00 $0.00 $0.00  [g0.00

Note: Federal Add Amount plus Pending Federal Share plus the sum of all prior obligations may be up to 5% greater than the
Feaeral Share. If exceeding the Approved Federal Share, enter 3 memo explaining the reason for the additional funds.

Note: Only one application yay be funded per Partial Funding action.

m Save and Return to Main
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Step 20: The following screen is the task launch page. From the action dropdown menu
select Forward to Grants Specialist for Review and then click the Submit button. This
completes the Partial Funding process for the Federal Program Officer.

Reports

HManagement

% WL TEE RFA | Application | Award

Welcome te Crants Online Salma Johnsen “Log ON

* Advisories

Award File In Progress - NAD6NMF4330031

¥ Notifications

S Id: 2037807
Creator: Salma Johnzon Create Date: 03,/29/2006
R AEEE Status: Award File In Progress Review Belease of Funds In Progress Status Date: 03/29/2006
F Send Message Last Edited User: Szlma lohnson
¥ Manage Workflow
Task
Lot Action: |F|:|rward to Grants Specialist for Rewewj
.
comment: e =
Submit Button

Spell Check

Save Comment
¢ pravious workllow histary snd co et
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